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Dear KidzTown Crew, 
 
Welcome! We are excited that you are 
joining our volunteer staff known as 
KidzTown Crew! Together we will explore 
this handbook so that you can gain an 
understanding of our purpose, ministry 
policies, and culture here at KidzTown. 
 
Our desire is not to load you up with 
information, but to train a staff that will 
serve God’s children and their families with 
excellence. Parents trust us with the ones 
that they hold dearest in their lives. The 
staff and elders are very aware that our 
ministry is the linchpin for whether or not a family will continue to worship here. God has called us to 
plant some of the most fruitful seeds that will develop in a person’s spiritual life. So, we’re not asking you 
to baby sit, but join us in one of the most relevant and strategic ministries in our church. 
 
We look forward to getting to know you and to ministering alongside you. It will be exciting to watch God 
at work in you and through you as you minister to the children and their families here at WestGate. 
 
Serving with you, 
 
KidzTown Children’s Ministry Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised March 2016  
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KidzTown 
A Gateway to Discovery 

 

 
 

Our Mission 
 

At KidzTown our mission is twofold: 
1. On the weekends we are all about our kids discovering the deep love God has for them and His 

desire for them to learn what it means to love Him, love each other, and love their neighbor. This 
is flushed out by connecting kids to the truths of God’s Word, showing them how to move it from 
their head to their heart through application, and encouraging them to use their hands in service 
to others. 

 

2. Our ongoing mission is to help parents discover what it means to be the primary spiritual leader 
in the life of their child. Our goal is to come alongside parents to be a resource to tool and equip 
them as they discover “next steps” in their child’s spiritual growth. 

 
 

Our Vision 
 

To move from a program to a culture where the following takes place: 
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As KidzTown Crew… What is my P.A.R.T.? 
Prepared heart and welcoming personality 

A happy heart is like good medicine, but a broken spirit drains your strength. Proverbs 17:22 (NCV) 

As parents and children participate in ministry opportunities, we want their first interaction to be a 
positive one. As this verse reminds us, a happy and warm heart is like good medicine to the person on the 
receiving end of your smile. 

A cheerful look brings joy to the heart, and good news gives health to the bones. Proverbs 15:30 (NIV) 

When parents and children come to the area or age group in which you are serving, be mindful of your 
countenance. A happy face and welcoming personality can calm an anxious child or parent. What are you 
saying when you aren’t speaking? 
 

Arrive early for your ministry opportunity 

Use every chance you have for doing good, because these are evil times. Ephesians 5:16 (NCV) 

Don’t act thoughtlessly, but try to find out and do whatever the Lord wants you to. 

Ephesians 5:17 (TLB) 

Arriving early for your ministry opportunity will get you off on the right foot. If you arrive early and 
prepared, and have surrendered your heart to the Lord, you will have a great time. If you arrive late to 
your ministry opportunity, you will always feel rushed and a little bit behind. Arriving early will be 
central to your success as a leader. 
 
Your ministry begins 30 minutes prior to the start of service as we join together for our Prayer Time in 
the KidzTown Lobby. We’ll encourage each other through prayer, get the latest updates for the weekend, 
and then head to our classrooms just in time to greet our kids and their parents. 
 

Remember your role is about the importance of leading and learning 

Be shepherds over the flock God has entrusted to you. Watch over it as God does: 
don’t do this because you have to, but because you want to. Don’t do it out of greed, 

but out of a desire to serve. 1 Peter 5:2-6 (GWT) 

Leading children involves heart, motivation, skill, honor, tactfulness, awareness, and lots of energy. 
Because we believe things are more often “caught” than taught, leading children also means being a role 
model to them. It means being consistent in what you teach and in how and where you teach. It will mean 
arriving early to greet and staying after to “high five.” It’s tough, it’s rewarding, and it’s life changing. 
Thanks for learning to become a leader in this ministry. 
 
Here are a few areas in which we would like to help and encourage you to grow and learn: 
1. Your relationship with Christ. 

We must become like a mature person, growing until we become like Christ 
and have his perfection. Ephesians 4:13 (NCV) 

2. Attending church services weekly. 

You should not stay away from the church meetings, as some are doing, 
but you should meet together and encourage each other. Hebrews 10:24-25 (NCV) 

3. Becoming the leader that God intends for you to be. 

Dear brothers and sisters, not many of you should become teachers in the church, 
for we who teach will be judged by God with greater strictness. James 3:1 (NLT) 

4.  Getting involved in a small group. 
If we walk in the light as he is in the light, we have fellowship with one another and the 

blood of Jesus, his Son, purifies us from all sin. 1 John 1:7 (NIV) 
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To know the children you minister to: 

 

Life Stage Characteristics Leader Action 

Birth-12 months Key Word: Dependent 
Physical: Cries to communicate 
Mental: Starting to learn all five senses 
Spiritual: Absorbs attitudes of those 
around them 

Give Care 
1 Peter 5:7 

Toddlers Key Word: Discovery 
Physical: Active, Growing Rapidly 
Mental: Sees everything, wants to handle 
Spiritual: What they do is determined by 
others 

Right Responses 
Exodus 2:9 

Age 2 - 3 Key Word: Imitation 
Physical: Active, “Let me do it” 
Mental: Realistic, likes to touch and feel 
Spiritual: Likes prayer before meals and 
bedtime 

To Impress 
Mark 10:14 

Age 4 - 5 Key Word: Receptivity 
Physical: Continual motion, restless, 
wiggler 
Mental: Open mind, a bundle of questions 
Spiritual: Trusting, literal 

To Guide 
Psalm 32:8 

 
 
 

Life Stage Characteristics 

Kinders Key Word: Independent 
Physical: More coordinated, can do things on their own. 
Mental: Beginning to read and write, love to learn WHY! 
Spiritual: Can comprehend that they are to respond like Jesus would. Some are 
ready to make a commitment to be in God’s family. 

1st & 2nd Grade Key Word: Discovery 
Physical: Active, Growing Rapidly, not a “kid” anymore. 
Mental: They want to KNOW and FEEL as they learn. 
Spiritual: Can understand Jesus is their friend and can be approached at anytime, 
anywhere. They are ready to make a commitment and understand the follow 
through as a believer. 

3rd Grade Key Word: Responsible 
Physical: Active, “Let me do it,” can stay focused for longer periods of time. 
Mental: Realistic, think in terms of the whole, rather than their own opinion, can 
work well in teams. 
Spiritual: Can understand the need for God’s continuous help and guidance. They 
understand the implications of sin and the need for a Savior. 

4th & 5th Grade Key Word: Receptivity, SOCIAL 
Physical: Active, curious, seek adventure. 
Mental: Open mind, a bundle of questions, love to be challenged, talkative. 
Spiritual: Have deep feelings of love for God, can share their faith with friends 
and family, service oriented. 
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CREW LEADER DESCRIPTIONS 
 
 

PRAYER TIMES 
All crew, junior crew, floaters, and special needs buddies are encouraged to attend our Prayer Time each 
week. During this time we pray for our kids, their families, and the role you will play in their lives. We 
also prayer for personal prayer requests and go over any last minute details for the weekend. It’s a 
wonderful time of encouragement and helps to prepare our hearts for what’s ahead! 
 
Our Prayer Time will take place 30 minutes before the first service of the day in the KidzTown 
Lobby. You will be dismissed in time to be in your classroom 15 minutes prior to the start of class. 
 
 

DURING YOUR TIME OF SERVICE 
Once in a while, a child will not want to enter the classroom or become fussy when leaving the parent. If a 
parent wants to enter the classroom to help their child acclimate to the surroundings of the room, you 
may let the parent do so; however, you must have an adult leader in the room with the parent at 
all times. 
 
Reasons for contacting a parent: 

1. If the child becomes ill. 
2. If the child has been injured. 
3. If the child has been crying inconsolably (use your judgment) 
 
 

If a child becomes ill or injured, contact the Lobby Host, provide the child’s security code, and the Lobby 
host will immediately contact the parent. If it’s an extreme emergency, contact a Weekend Coordinator 
and they will then contact medical personnel if needed. An “Ouch Report” will be filled out and a phone 
call will be made later in the week to see how the child is doing. If a child enters the class ill, see our 
wellness policy (p. 20). 
 
 

NURSERY CREW LEADERS 
Description: Create an environment for our Infants where they feel loved and safe. Where families feel 
confident in our care and attention to their baby so that their worship experience can be focused and 
uninhibited. 
 
Qualifications: Must have completed the Discover WG Class and/or be on track with Six40 
Discipleship (this includes the Discover Six40 Life classes). Must regularly attend one service each week 
other than the service when you’re serving. 
 
Time: Saturday nights during either the 5:00 or 6:40 pm service (Saratoga campus) or Sunday mornings 
during either the 9:30 or 11:15 am service (both campuses), and approximately 30 minutes to 1 hour 
during the week to review and prepare to serve. 
 
Reports to: Weekend Coordinator 
 
Each weekend you have a unique opportunity to respond to the needs of our infants in such a way that 
they see Jesus in you, feel His presence in your touch, and know His provision by the care you give. 
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Nursery Crew Leader: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to the service, and as a team be aware of the need to 
personally greet and check in and out each child. Engage in the hand off with the parents in order 
to provide confidence in their child being “known” by you. 

 Help visitors understand the check in and out procedures and how they will be contacted should 
you need them during service. 

 Always communicate in a caring manner to the child and parent. 

 Address any parent questions/concerns. 

 Check and/or change diapers (if you are an adult, background-checked female). 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. Watch for escapees and any 
potential problems and report them to your Weekend Coordinator or Director. 

 Never be alone with a child. Supervise children at all times, in and out of the classroom. 

 Classroom cleaning procedures at the end of the hour: 
o Wipe/spray down with disinfectant all furniture and toys (including tables, foam mats, 

swings, riding toys, etc.). 
o Disinfect cribs and changing area if used. 
o Prepare class for the next hour of children 

 Communicate with your Weekend Coordinator any new ideas, encouraging stories, or feedback on 
how to overall improve the time these kids spend with us. 

 
Commitment: 
Weekly: 3 months on, 3 months off throughout the course of one year 
Bi-Monthly: Twice a month throughout the course of one year 
Once a Month: Same service each month to float wherever the need may be 
 
 

TODDLER/2’s CREW LEADERS 
Description: Create an exciting and inspiring environment for Toddlers, where they feel loved and safe. 
Teach them to love God, love their neighbor, and love one another through Bible lessons, interactive 
games, and a personal relationship with you! 
 
Qualifications: Must have completed the Discover WG Class and/or be on track with Six40 
Discipleship (this includes the Discover Six40 Life classes). Must regularly attend one service each week 
other than the service when you’re serving. 
 
Time: Saturday nights during either the 5:00 or 6:40 pm service (Saratoga campus) or Sunday mornings 
during either the 9:30 or 11:15 am  service (both campuses), and approximately 30 minutes to 1 hour 
during the week to review and prepare to serve. 
 
Reports to: Weekend Coordinator 
 
Each weekend you have a unique opportunity to capture the minds and hearts of our Toddlers and 
Two’s. You will encourage them to grow in their relationship with God and their understanding of who 
He is and how deeply He loves them. 
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Toddler/2’s Crew Leader: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to the service, and as a team be aware of the need to 
personally greet and check in and out each child. Engage in the hand off with the parents in order 
to provide confidence in their child being “known” by you. 

 Help visitors understand the check in and out procedures and how they will be contacted should 
you need them during service. 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. Watch for escapees and any 
potential problems and report them to your Weekend Coordinator or Director. 

 Supervise children at all times, in and out of the classroom, especially the playground. 

 Monitor bathroom visits or change diapers as needed, making sure you are never alone with a 
child (background-checked adult females only). Another adult or child should be present or 
observing interaction at all times. 

 As a team be aware of the classroom “flow,” seeing that the hour runs smoothly and on time. 

 All curriculum and supplies for your service will be set up in your room prior to your arrival. 
o Engage in the Bible lesson during snack time either by leading it or helping to keep kids 

listening and engaged. 
o Lessons can be found at http://westgatechurch.org/resources/leader-resources/children-

leader - password: crewleaders 

 Prepare snack for the children. 
o This is the time to present your lesson and make sure each child is given a Key Point 

Sticker. 
o Have the children join you in prayer before serving the food (or have a child lead the 

prayer). 
o Each child should only receive ONE serving of snack and only a ½ cup of water. You may 

refill as needed. 
o Water and pitchers can be found in your classroom. 

 Classroom cleaning procedures at the end of the hour: 
o Wipe/spray down with disinfectant all furniture and toys (including tables, foam mats, 

swings, riding toys, etc.). 
o Disinfect cribs and changing area if used. 
o Prepare class for next hour of children 

 Always communicate in a caring manner to the child and parent. Address any parent 
questions/concerns. 

 Communicate with your Coordinator any new ideas, encouraging stories, or feedback on how to 
overall improve the time these kids spend with us. 

 
Commitment 
Weekly: 3 months on, 3 months off throughout the course of one year 
Bi-Monthly: Twice a month throughout the course of one year 
Once a Month: Same service each month to float wherever the need may be 
  

http://westgatechurch.org/resources/leader-resources/children-leader
http://westgatechurch.org/resources/leader-resources/children-leader
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PRESCHOOL CREW LEADERS 
Description: Create an exciting and inspiring environment for Preschoolers, where they feel loved and 
safe. Teach them to love God, love their neighbor, and love one another through Bible lessons, interactive 
games, and a personal relationship with you! 
 
Qualifications: Must have completed the Discover WG Class and/or be on track with Six40 
Discipleship (this includes the Discover Six40 Life classes). Must regularly attend one service each week 
other than the service when you’re serving. 
 
Time: Saturday nights during either the 5:00 or 6:40 pm service (Saratoga campus) or Sunday mornings 
during either the 9:30 or 11:15 am service (both campuses), and approximately 30 minutes to 1 hour 
during the week to review and prepare to serve. 
 
Reports to: Weekend Coordinator 
 
Each weekend you have a unique opportunity to capture the minds and hearts of Preschool children. 
We will encourage them to grow in their relationship with God and their understanding of who He is 
and how deeply He loves them. You will help them see what it looks like to be a part of community and 
how to show God’s compassion and love to one another. 
 
Preschool Crew Leader: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to the service, and as a team be aware of the need to 
personally greet and check in and out each child. Engage in the hand off with the parents in order 
to provide confidence in their child being “known” by you. 

 Help visitors understand the check in and out procedures and how they will be contacted should 
you need them during service. 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. Watch for escapees and any 
potential problems and report them to your Weekend Coordinator or Director. 

 Supervise children at all times, in and out of the classroom, especially the playground. 

 Monitor bathroom visits or change diapers as needed, making sure you are never alone with a 
child (background-checked adult females only). Another adult or child should be present or 
observing interaction at all times. 

 As a team be aware of the classroom “flow,” seeing that the hour runs smooth and on time. 

 All curriculum and supplies for your service will be set up in your room prior to your arrival. 
o Engage in the Bible lesson during snack time either by leading it or helping to keep kids 

listening and engaged. 
o Lessons can be found at http://westgatechurch.org/resources/leader-resources/children-

leader - password: crewleaders 

 Prepare snack for the children. 
o Use this time to reinforce the Key Point and make sure each child goes home with a Key 

Point Sticker. 
o Have the children join you in prayer before serving the food (or have a child lead the 

prayer). 
o Each child should only receive ONE serving of snack and only a ½ cup of water. You may 

refill as needed. 
o Water and pitchers can be found in your classroom. 

 Always communicate in a caring manner to the child and parent. Address any parent 
questions/concerns. 

http://westgatechurch.org/resources/leader-resources/children-leader
http://westgatechurch.org/resources/leader-resources/children-leader
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 Supervise cleaning of toys that the children have played with, and prepare the room for the 
service that follows. 

 Communicate with your Coordinator any new ideas, encouraging stories, or feedback on how to 
overall improve the time these kids spend with us. 

 
Commitment: 
Weekly: 3 months on, 3 months off throughout the course of one year 
Bi-Monthly: Twice a month throughout the course of one year 
Once a Month: Same service each month to float wherever the need may be 
 
 

ELEMENTARY K-3 CREW LEADERS 
Description: Create a unique opportunity to capture the minds and hearts of elementary aged kids as 
they discover God’s Word. 
 
Qualifications: Must have completed the Discover WG Class and/or be on track with Six40 
Discipleship (this includes the Discover Six40 Life classes). Must regularly attend one service each week 
other than the service when you’re serving. 
 
Time: Saturday nights during either the 5:00 or 6:40 pm service (Saratoga campus) or Sunday mornings 
during either the 9:30 or 11:15 service (both campuses), and approximately 30 minutes to 1 hour during 
the week to review and prepare to serve. 
 
Reports to: Weekend Coordinator 
 
Our primary focus is to create an environment for kids to discover and embrace a growing relationship 
with Jesus Christ. We want them to discover more about who God is, learn more about the big story 
He’s telling, and how He empowers them to join Him in this mission/adventure. 
 
Small Group Lead Teacher: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to service to warmly greet the kids and parents as they 
arrive to class. Help visitors understand our check in/out policy. 

 “Lead” the classroom. Be in charge of the “flow,” seeing that the hour runs smoothly and on time. 

 Lead by example: engaging in worship, sitting with the kids and helping them stay focused. Don’t 
be afraid to get goofy. 

o Facilitate small group time. Lead through the curriculum of activities that you have chosen 
to do with your class. All curriculum and supplies for your service will be set up in your 
room prior to your arrival. You can access your lessons at 
http://westgatechurch.org/resources/leader-resources/children-leader - password: 
crewleaders 

 Lead the teaching time in a way that encourages kids to ask questions and share their insights. 

 Shepherd these kids in the small amount of time given. Genuinely care for them and get to know 
them. Example: Know their birthdays and follow up on school or family situations they face. 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. 

 Never be alone with a child. 

 Communicate with your Weekend Coordinator any new ideas, encouraging stories, or feedback on 
how to overall improve the time these kids spend with us. 

 
  

http://westgatechurch.org/resources/leader-resources/children-leader
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Small Group Helper: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to service to warmly greet the kids and parents as they 
arrive to class. Help visitors understand our check in/out policy. 

 Help be crowd control. Patiently and lovingly assist the kids in finding their seat during large 
group and behaving appropriately. 

 Lead by example: worship loud, pay attention, and don’t be afraid to get goofy. 

 Count and hand out Squiggies as directed by the lead teacher. 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. 

 Never be alone with a child. 

 Communicate with your Weekend Coordinator any new ideas, encouraging stories, or feedback on 
how to overall improve the time these kids spend with us. 

 
Elementary Large Group Host: 

 During the week watch the Bible Story video to prepare 

 Facilitate through the order of service on the DVD 

 Do everything you can to engage the kids with God’s truth. Be goofy, funny, silly, serious, loud, 
extremely animated, and creative. 

 “Own” the room. Be in charge of the “flow,” seeing that your time together runs smoothly and on 
time. 

 
 

CLUB 45 CREW LEADERS 
Description: Create an exciting and inspiring environment for 4th/5th grade kids, where they feel loved 
and safe. Inspire them to go deeper in their relationship with Jesus through sharing your life with them 
while challenging them to grapple with God’s word and apply it in their own lives. 
 
Qualifications: Must have completed the Discover WG Class and/or be on track with Six40 
Discipleship (this includes the Discover Six40 Life classes). Must regularly attend one service each week 
other than the service when you’re serving. 
 
Time: Saturday nights during either the 5:00 or 6:40 pm service (Saratoga campus) or Sunday mornings 
during either the 9:30 or 11:15 am service (both campuses), and approximately 30 minutes to 1 hour 
during the week to review and prepare to serve. 
 
Reports to:  Weekend Coordinator 
 
Each weekend we have a unique opportunity to capture the minds and hearts of 4th/5th grade children. 
We need to do everything we can to encourage them to grow in their relationship with God and their 
understanding of who He is and how deeply He loves them. We must help them see what it looks like to 
be a part of community and how to show God’s compassion and love to the world around them. 
 
Lead Teacher: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to service to warmly greet the kids and parents as they 
arrive to class. Help visitors understand our check in/out policy. 

 Make the most of your free time with the kids at the beginning of class to further develop 
relationships with them. 

 “Lead” the classroom. Be in charge of the “flow,” seeing that the hour runs smoothly and on time. 
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 Be prepared to teach during Large Group Time in a way that allows you to adjust to questions and 
insights shared by the students. Lessons are emailed weekly and are also available online at 
http://westgatechurch.org/resources/leader-resources/children-leader - password: crewleaders 

 Lead the teaching time in a way that encourages kids to ask questions and share their insights. 

 Shepherd and disciple the kids in your class. Genuinely care for them and get to know them. 
Example: Know their birthdays and follow up on school or family situations they face. 

 Facilitate a small group. Lead the kids in answering the questions provided and/or activities 
given. (All curriculum and supplies for your service will be set up in your room prior to your 
arrival) 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. 

 Never be alone with a child. 

 Communicate with your Weekend Coordinator any new ideas, encouraging stories, or feedback on 
how to overall improve the time these kids spend with us. 

 
Small Group Leader/Helper: 

 Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

 Be in your classrooms 15 minutes prior to service to warmly greet the kids and parents as they 
arrive to class. Help visitors understand our check in/out policy. 

 Help be crowd control. Patiently and lovingly encourage the kids in large group to stay engaged in 
the activities, teaching, and worship. 

 Lead by example: worship loud, pay attention, and don’t be afraid to get goofy. 

 Facilitate a small group. Lead the kids in answering the questions provided and/or activities 
given. Lessons are emailed weekly and are also available online at 
http://westgatechurch.org/resources/leader-resources/children-leader - password: crewleaders 
(All curriculum and supplies for your service will be set up in your room prior to your arrival) 

 Shepherd and disciple the kids in your class. Genuinely care for them and get to know them. 
Example: Know their birthdays and follow up on school or family situations they face. 

 Help check out the kids by matching the parent’s security tag with their child’s tag on the 
attendance sheet. If they do not have their security tag, direct them to the KidzTown Lobby to get 
a new one. 

 Be aware of security procedures and attentive to your surroundings. 

 Never be alone with a child. 

 Communicate with your Weekend Coordinator any new ideas, encouraging stories, or feedback on 
how to overall improve the time these kids spend with us. 

 
 

“JUNIOR” CREW LEADERS 
Who Qualifies: 

 Students from 3rd through 12th grade 
o 3rd graders can serve in preschool (can serve with toddler/2s with one of 

their parents) 
o  4th-6th graders: toddlers—kindergarten 
o  7th-8th graders: toddlers—3rd grade 
o  High schoolers: toddlers—5th grade 
o 16 years old & up: nursery—5th grade 

Which Service can you serve? 

 Junior Crew Leaders may serve at any service during the weekend, but must also be a regular 
attender to their own age-specific classes during the month as well. 

 If they have a friend visiting church with them, it would be at the discretion of the Weekend 
Coordinator as to whether they could serve together during the service. 

http://westgatechurch.org/resources/leader-resources/children-leader
http://westgatechurch.org/resources/leader-resources/children-leader
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What’s Required: 

 Occasional Jr. Crew Members (drop in basis) 
o Arrival time is 10 – 15 minutes prior to service starting 
o Departure time is 10 – 15 minutes after service in order to help the teacher clean the 

classroom and prepare for the next class. 
o Mandatory training sessions will be held in the Fall & Spring of each year. 

 

 Permanent positions (every week or every other week) 
o These positions are made at the discretion of the Coordinator 
o Is developed as a mentoring relationship between parent/teacher and child 
o Is appropriate for a student who has been serving for a period of time and has 

demonstrated a giftedness for ministry and/or a passion for kids 
o They will be counted as regular staff as we plan our weekends and will have the same 

responsibilities to the Weekend Coordinator as our adult volunteers have. These 
responsibilities are: 

 Calling to inform Coordinator of any absences in advance so a sub can be found 
 Calling Coordinator in case of illness 
 Committing to either a 3-month rotation, every other week, or Floater position 
 Attending all training meetings set up for regular staff throughout the year 

 
Specific Regulations: 

 Anyone under 5th grade MAY NOT pick up or carry a child. They may only sit on the floor and 
hold the child. 

 NO JR CREW member is allowed to accompany a child(ren) to the bathroom or to change 
diapers. Only background-checked adult females may do so. 

 The MAIN role of a Jr Crew member is to interact with the children and not to participate as a 
student attending class himself/herself. 

 
 

FLOATER – ADULT OR JUNIOR CREW FLOATERS 
Commitment: Serves once a month throughout the course of one year. 
 
Duties include the following: 
 

1. Adult crew will check in with a Weekend Coordinator to get your assignment. 
2. Junior Crew will pick up their name tag and room assignment tags in the KidzTown Lobby each 

week. 
 
 

SPECIAL NEEDS BUDDIES 
Our goal with our “buddy” program is to provide an atmosphere to include every child. Buddies are 
intended to be a natural part of a classroom providing intentional supervision and/or casual observation 
for children with special needs. These buddies are assigned to a specific child with whom to build a 
relationship and to be available for one-on-one attention when needed in order to calm or comfort the 
child. Buddies are there to help the child engage socially if possible, as well as to help the child 
understand the main point of the lesson.  
 
The buddies will either be with their child in a mainstream classroom (both campuses) or in the self-
contained classroom (Saratoga Campus) dedicated to children with moderate to severe special needs. The 
self-contained classroom will have a teacher and helper who create a safe space and a warm and friendly 
environment for the children who attend.  
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Our desire is that the buddies develop a partnering relationship with the parent/s of the child with whom 
they are paired. This relationship is very important to know how to best serve the child while he or she is 
in our care and to know what’s “working” at home/school so we are reinforcing that on the weekends. 
With this partnership formed the parents will communicate with buddies information they need such as 
when the family will be gone or the child is sick. Our hope is that through the relationship both the child 
and the buddies experience the love and compassion of Jesus throughout the course of the partnership. 
 
Duties include but are not limited to the following: 
 

1. Attend the weekly Prayer Time during which we pray and go over any last minute details for the 
weekend. Held in the KidzTown Lobby 30 minutes before the first service of the day. 

2. Be in your classrooms 15 minutes prior to service to greet and welcome the children. 
3. Engage with all the kids in order to be a natural addition to the class rather than an observer. 
4. Pay special attention to your assigned child to be sure they are engaged as much as they’re able 

during their time in class. Special attention may need to be given to help them interact socially as 
well as appropriately with the others in their group. 

5. If an issue or outburst should occur, determine if removing the child from the class is necessary. 
6. For security purposes PLEASE have the teacher in the class notify the Weekend Coordinator via 

cell phone to let them know you are leaving the class with the child and where you will be so they 
can be the second pair of eyes while you are alone outside the classroom. 
 
 

LOBBY HOSTS 
Description: Create a warm and welcoming atmosphere for the families as they check their children 
into KidzTown. Assist the visitors with signing in their children and helping them find their child’s 
classroom. 
 
Qualifications: Must have completed the Discover WG Class at a minimum. Must regularly attend one 
service each week other than the service when you’re serving. 
 
Time: Saturday nights during either the 5:00 or 6:40 pm service (Saratoga campus) or Sunday mornings 
during either the 9:30 or 11:15 am service (both campuses). 
 
Reports to:  Children’s Pastor for the Saratoga Campus or the Children’s Ministry Director for the 
South Hills Campus. 
 

  



16 
 

CURRICULUM DESCRIPTIONS 
 
 
Toddler Curriculum: 
In our toddler classrooms, the children are exposed to God’s word in its simplest form. We provide 
several options for classroom activities. These options include music, books, sing-along videos, coloring 
pages, and a felt board story. We do not ask that the Toddler Crew Leaders implement every aspect of the 
lesson, but use what is fitting to their class while getting the week’s Bible point across. 
 

Please review the weekly lesson themes (web access is outlined on p. 9) prior to your time of service. We 
recommend you spend additional time in prayer preparing your heart for the time you will spend with 
the toddlers, asking God to use you effectively. All necessary materials will be provided for you upon 
arrival to the classroom. 

 
Additional closing procedures for Toddler Classrooms: 

 Replace curriculum lesson plans, and felt pieces back in “My Story Bag” for the next service. 
 
 
Preschool Curriculum: 
A very hands on and energetic experience designed to help preschoolers explore the wonders of how God 
made them, how He loves them, and how He wants them to love others. 
 

Typical Service: 
1. Welcome activity (15 min) 
2. Playground (15 min) 
3. Chapel lesson and music (20 min) 
4. Small group activity (15 min) 
5. Snack (10 min) 

 
 
Elementary Curriculum (Kinder-3rd) 
Our primary focus is to create an environment for kids to discover and embrace a growing relationship 
with Jesus Christ. 
 

Typical Service: 
1. Small group activity (15 min) 
2. “Plug In” time (16pprox.. 10 minutes) 
3. Large Group – lesson (16pprox.. 20-25 minutes) 
4. Small Group “Catch On” time – application (16pprox.. 30 minutes) 

 
 
Club 45 Curriculum (4th/5th Grade) 
Everything we do encourages them to grow in their relationship with God and their understanding of 
who He is and how deeply He loves them. 
 

Typical Service:  
1. Kids connect during free time (15 minutes) 
2. Lesson is introduced through games, videos or an object lesson. (approx. 30 minutes) 
3. Kids grapple with lesson through large and small group discussions and activities. 

(approx. 20 minutes)  
4. Close with prayer (approx. 10 minutes) 
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GENERAL CHECK IN/OUT OF CHILDREN: 
 
Each child, birth through 5th grade, will check into our computerized check-in kiosks located in the 
KidzTown Lobby. A lobby host will always be present to assist families. Once a child has been checked in, 
the parent will print 3 matching nametags: 

1. One for the child 
2. One for the parent 
3. One for the classroom, to be placed on the clipboard at the entrance of the class 

 

Each child will randomly be assigned a number each week that will match the number on the parent. The 
tags must be displayed and numbers verified when a parent comes to claim their child. Children will not 
be released from class to anyone without those numbers matching. This number will be used in case a 
parent is needed anytime during the service. On some campuses, if a paging system is not available, 
parents may be asked to leave their cell number so they can be reached in an emergency. 
  
It is imperative that you only return the child to the parent in possession of the matching nametag 
number. There may be a custody situation between parents that we are unaware of. Therefore, even if you 
know the parent, do not return the child to anyone other than the person with the security tag. If a parent 
has lost their security tag or appears to be upset regarding the enforcement of this policy, please refer 
them to a Weekend Coordinator. Under no circumstances are you to return a child to anyone 
without the matching nametag number. This includes parents, grandparents, aunts, uncles, siblings, 
baby-sitters, friends, and neighbors. 
 
 

CHILD/LEADER RATIO GUIDELINE 
 
Nursery – Walkers 
Nursery Ratio: 2.5 babies per 1 leader 
Walkers Ratio: 4 walkers per 1 leader 
 
2 Year Olds 
2’s Ratio: 5 children per 1 leader 
 
3-5 Year Olds 
3’s-5’s Ratio: 8 children per 1 leader 
 
Elementary 
K-3 Ratio: 10 children per 1 leader 
Club 45 Ratio: 10 children per 1 leader 
 
Age Specific Promotions for Nursery-PreK 
Nursery through Pre-K children will move up on their birthday or sometime thereafter. The parent will 
have control over when they feel their child is ready. The change will be made with the Lobby Host in the 
KidzTown Lobby so that the change can be documented in the database, as well as reflect the child’s new 
location on their name tag. Because there are no changing tables in the 3 year old classrooms, we will ask 
parents of non-potty trained 3 year olds to attend to their child should an accident arise. There are 
changing stations in all of the adult bathrooms in the preschool area. 
 
 
What do you do if you reach your ratios/maximums? 

 
If you’ve reached your ratio max/room max, please contact your Weekend Coordinator so 
they can either ask a parent to stay, close your room, add another crew member, or 
transfer some kids to another classroom.  
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“KID SAFE” POLICIES 
 
 

A top priority of Children’s Ministry is to provide a safe, secure, loving environment for children to 
participate in and where parents feel comfortable leaving their child. 
 
We take our children’s safety very seriously, and to that end we ask that everyone who works with 
children adhere to the following policies without exception. 

 
1. Leader approval and identification: 

a. All leaders must have a completed and approved application on file in the office. 
b. All leaders must wear an approved identification nametag when on duty or have one 

properly displayed in the classroom. 
 

2. Visitors: 
a. A Parent visitor is welcome to stay in their child’s class if they wish to stay and observe. 
b. Report suspicious behavior to the Weekend Coordinator. Examples of suspicious 

behavior may be loitering around the bathrooms, repeatedly looking in and out of 
different classrooms. 

c. Contingency plan - If a Weekend Coordinator is not available, then contact the Lobby 
Host for next available staff member. 
 

3. Classroom Procedures: 
a. Appropriate touching should be limited to handshakes, “high fives,” brief hugs, or a brief 

touch on the shoulder (all are encouraged). Physical contact with children should be 
appropriate and only in the presence of other adults. 

b. At least two leaders must be present unless other arrangements have been made by a 
Weekend Coordinator and each room must provide a public view into the classroom. (If a 
child arrives before other members of your teaching team arrive, open the door to your 
classroom.) 

c. Never be alone with a child and always inform someone when you leave the classroom 
with children. 

d. Window blinds are to be kept open at all times unless it is necessary to darken the room 
for proper showing of projected audio visual media. Once the presentation is over the 
blinds should be opened again. 

e. Leaders may not have children sit on their lap while the room is darkened with low 
visibility or when other workers are not present. 

f. Always inform parents of any accident (with an Ouch Report) or encounters that were 
upsetting to the child. 
 

4. Approved Activities: 
a. Activities or outings outside of regularly scheduled classes or childcare must be pre-

approved by the Children’s Pastor or your Director. 
b. All children must have a permission slip if it is an off campus activity. 
c. All activities, whether on or off campus, must be led by a qualified Children’s Ministry 

staff member who knows the policies and procedures. 
d. Leaders are never to take a child to the child’s home without another adult accompanying 

them. 
e. If after an activity all the children but one have been picked up and you are waiting for 

those parents, all parties still there should remain in a very visible or public place. You 
should also have another adult stay there with you until they come, if at all possible. 
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BATHROOM/DIAPER CHANGING SAFETY REMINDERS 
 

 
Nursery/Toddler & Preschool 

1. Diaper changes are only to be done by a background-checked adult female leader. 
2. Children two years old through preschool must be supervised by a background-checked adult 

female leader. If not using a bathroom inside their individual classroom, the female leader must 
take no less than two and no more than four children to the restroom at one time or have a 
Weekend Coordinator present. 

3. Leaders must leave the stall door open if it is necessary to enter to help a child. 
 
 

Diaper Changing Standards: 
1. Only background-checked adult females may change diapers. 
2. You may only change a diaper in the presence of another leader. 
3. Never leave a child unattended on the changing table. 
4. Get a clean diaper from the child’s diaper bag. 
5. Put latex-free gloves on your hands or disinfect/wash hands thoroughly before changing 

diaper. 
6. Place a clean linen or sanitary paper on the changing table. 
7. Place child on diaper changing pad, making sure their bottom is on the clean linen or sanitary 

paper. 
8. Change soiled diaper. 
9. Place soiled diaper in the small, fragranced diaper bags provided, and then throw in diaper 

pail. 
10. Remove latex-free gloves and discard in diaper pail. 
11. Disinfect your hands using the anti-bacterial pump in the classroom. 
12. Remove the linen and put it in the hamper for the Nursery, or throw away the used changing 

paper. 
13. Place a “Changed with Care” sticker on the clean diaper of the child you have changed. 

 
 

Elementary/Club 45 
1. Children in K-3rd grade must be accompanied to the bathroom by a Weekend Coordinator. 
2. The coordinator must take no less than two and no more than four children to the restroom at one 

time. 
3. Club 45 children may go to the bathroom without an adult as long as they notify their leader and 

another student (of the same sex) goes with them and waits outside the bathroom until they are 
done. The bathroom door is to remain open while the child is using the restroom. 
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FIRST AID 
 

Minor Injuries 
Minor injuries such as bumps, bruises, scratches, and cuts will be cared for by our staff and leaders 
working directly with the children. Care will be limited to cleaning and dressing the wound. First aid will 
be administered by staff /leader using surgical gloves. The Weekend Coordinator will be notified and 
will follow-up on the child’s condition. A brief injury report (“Ouch Report”) will be completed 
(sample on p. 21) and maintained in the Children’s Ministry office and a copy will be given to the parent. 
 
Major Injuries 
In the event a major injury occurs, a Weekend Coordinator will be contacted immediately as well as the 
parents. If necessary, paramedics will be summoned and efforts will be taken to stabilize the condition 
until they arrive. Continual effort will be made to train Weekend Coordinators and staff members in First 
Aid/CPR. The pastor in charge of the ministry will be responsible for preparing a written report of the 
incident to be used in notifying the Board of Elders. 
 
Contagious Illness 
We have established a policy to encourage an environment free of contagious illness. Children and youth 
with symptoms common to contagious illness will not be admitted to church functions as long as such 
symptoms persist (see our wellness policy). If symptoms are discovered once a child has been 
admitted, we will isolate the child and contact his/her parents. In the event children are exposed to 
serious viruses (e.g., chicken pox, mumps, measles, etc.), an effort will be taken to contact the parents of 
those exposed. 
 
 

WELLNESS POLICY 
 
Children must be free of the following symptoms in the last 24 hours: 
 

 fever of 100 degrees 

 diarrhea 

 vomiting 

 cold/flu 

 throat or ear infection 

 red watery eyes 

 body rash 

 any kind of contagious disease 

 serious diaper rash 

 runny nose 
 
When it is discovered that a child has one of the above symptoms, for the benefit of all the children, the 
parent will be asked to pick up their child. If you notice a child with any of these symptoms, please 
contact the Weekend Coordinator to page the parent. 
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MEDICAL PROCEDURES 
 
Typically an injury can be treated with a little tender loving care, a cool cloth, and a Band-Aid, but we 
need to be prepared for everything. We keep a first aid kit in each classroom. Please treat the child and 
complete an “Ouch Report.” Ouch Reports are in duplicate so you can give one copy to the parent and the 
other to a staff member. Please talk with the parent upon their arrival and let them know what happened. 
A staff member will follow up with the parent, if necessary, the following week. 
 
Keep in mind that we are not authorized to dispense any over the counter or prescription 
medications. In the event a child needs more attention, page the Weekend Coordinator who will then 
contact the parent. 
 
Serious Injuries involving broken bones, convulsions, fainting, unconsciousness or other serious 
bodily injury should be treated as follows: 

1. Keep children and the injured child as calm as possible. Speak reassuringly to the child. 
2. Do not move the injured child and do not leave them alone. 
3. If necessary, contact a Weekend Coordinator and they will call 911. 
4. The Weekend Coordinator or staff member will then contact the parent and advise them of the 

child’s situation. 
5. The Weekend Coordinator or staff member will defer to the parents for details on doctor or 

hospital preferences. 
6. If the child is to be transported to a hospital and the parent cannot be located in time, the staff 

member will accompany the child to the hospital. 
7. The staff member will follow up with the parent as needed. 
8. All leaders and staff members involved in the emergency should write out a report of what 

happened immediately following the emergency. 
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OUCH REPORT 
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DISCIPLINE 
General Information 

1. Children are not allowed to roam the campus. They must be in class or attending the adult 
worship service with their parent. 

2. Parents are asked to give their child’s leader any special instructions or information about their 
child that will allow our leaders to minister more effectively to the child. 

3. Most discipline opportunities are handled by the small group leader. If an opportunity arises that 
requires special attention, a staff person will remove the child from the class to resolve. 

4. Connect with the parent as they pick up their child giving them an encouraging word about their 
day. (Even when something has happened that you needed to deal with, be sure to communicate 
it in love and with a positive ending.) 
 

Practice Preventive Discipline 

 Have planned activities for “dead” times 

 Make sure children know what you expect of them 

 Come prepared, in prayer, and patient 

 

Dealing with a Problem 

 Warning #1 - Address the child by placing a hand on their shoulder and maintaining eye 
contact. Always separate the child from the behavior (I love you, but not what you did). 

 Warning #2 - Spell out the problem/rule that was broken AND the consequence if it 
happens again. Warn only 2 times, maximum! Remove child from temptation (friends) if 
possible. 

 Time Out - The child must sit with an adult for a time of 1 minute per age of the child (no 
sitting/standing in the corner). This is a time for them to refocus; it is not to embarrass 
them. 

 Mediation - If the behavior continues to disrupt the group, the adult contacts the 
Weekend Coordinator who will take steps from there. 

 

Never yell at, shake, or spank a child!!! 

This includes your own child(ren) while at church. 

 

Remember, it is our mission and our privilege to love these children here at church. For some of them, it 
will be the only time they have been treated with love and respect. While they are in our care, we are their 
example of God’s patient love for us all. 
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PREVENTION OF CHILD ABUSE 
 

DEFINITIONS OF CHILD ABUSE 
as defined by “The National Committee for Prevention of Child Abuse.” 

 
Physical Abuse 

 Non-accidental injury, which may include beatings, violent shaking, human bites, strangulation, 
suffocation, poisoning, or burns. The results may be bruises and welts, broken bones, scars, 
permanent disfigurement, long-lasting psychological damage, serious internal injuries, brain 
damage, or death. 

 
Neglect 

 The failure to provide a child with basic needs including food, clothing, education, shelter, and 
medical care; also abandonment and inadequate supervision. 

 
Sexual Abuse 

 The sexual exploitation of a child by an older person as in rape, incest, fondling of genitals, 
exhibitionism, or pornography. It may be done for the sexual gratification of the older person, out 
of the need for power, or for economic reasons. 

 
Emotional Maltreatment 

 A pattern of behavior that attacks a child’s emotional development and a sense of self-worth, such 
as constant criticizing, belittling, insulting, manipulation; also, providing no love, support, or 
guidance. 

 
 

REPORTING SUSPECTED CHILD ABUSE 
 

1. Familiarize yourself with the definitions and descriptions of child abuse listed above. 
 

2. If you suspect that a child involved in any of the programs of WestGate Church has been abused, 
the following steps are to be followed: 

a. Report the suspected abuse to a Children’s Ministries Staff Member. 
b. Do not interview the child regarding the suspected abuse. This will be conducted by a 

trained professional. 
c. DO NOT discuss the suspected abuse with the other leaders, parents, etc. All information 

regarding the child is confidential and will be limited to the Children’s Ministries Staff and 
the proper authorities. 
 

3. You may be asked to complete a Suspected Child Abuse Report. Confidentiality will be maintained 
where possible. This report is to be completed within twenty-four hours and given to a Children’s 
Ministries Staff Member. 
 

4. After the suspected child abuse case has been reported by a leader, proper steps will be taken to 
report the suspected abuse to the designated reporting agency as determined by the law and a 
Children’s Ministries Staff Member. 
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DISASTER RESPONSE 

 

The evacuation and emergency instructions are in each classroom on the attendance clipboard and on the 
corkboard at all the campuses with valuable “campus specific” information as well. 
 

Fire 

 

In Case of a Fire 

1. Remain calm and assess situation 
2. Notify a Weekend Coordinator (they will call 911) 
3. Collect the current check-in sheet 

 

Evacuation Procedure 

1. Count & evacuate children through the quickest available exit (use cribs to aid evacuation of 
children birth through two years old) 

2. If smoke fills the room, stay low with the children 
3. Close all doors when children are out 
4. Evacuate children according to the evacuation map in your classroom (sample on page 28-29) 
5. When outside compare check-in sheets with child count 
6. Report missing children to your Weekend Coordinator immediately 
7. Stay with children until properly checked out by parents—NEED A MATCHING NAMETAG 

NUMBER TO RELEASE A CHILD 
8. Stay on location until dismissed by a Weekend Coordinator 

 

Exception 

 Follow all the above procedures unless instructed otherwise by a Weekend Coordinator. 
 
 

Earthquake 

 

During Earthquake 
1. Cover babies/toddlers with crib or your body 
2. Allow breathing space 
3. Stay in those positions until after the tremors 

 

After Earthquake 

1. Remain calm and assess situation 
2. Stay in classroom if little damage has occurred 
3. If you need to evacuate, obtain check-in sheets 
4. Exit children through the doors leading directly outside 
5. Avoid glass areas 
6. Evacuate children according to evacuation map in classroom (sample on page 28-29) 
7. When outside, compare check-in sheets with child count 
8. Report missing children to your Weekend Coordinator immediately 
9. Stay with children until properly checked out by parents—NEED A MATCHING NAMETAG 

NUMBER TO RELEASE A CHILD 
10. Stay on location until dismissed by a Weekend Coordinator 

 

Exception 

 Follow all the above procedures unless instructed otherwise by a Weekend Coordinator. 
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Bomb Threat 

 

In Case of a Bomb Threat 

1. Remain calm and assess situation 
2. Notify a Weekend Coordinator (they will call 911) 
3. Collect the current check-in sheet 

 
Evacuation Procedure 

1. Count & evacuate children through the quickest available exit (use cribs, if available, to evacuate 
non-walking children) 

2. Close all doors when children are out 
3. Evacuate children according to evacuation map in classroom (sample on page 28-29) 
4. When outside compare check-in sheets with child count 
5. Report missing children to your Weekend Coordinator immediately 
6. Stay with children until properly checked out by parents—NEED A MATCHING NAMETAG 

NUMBER TO RELEASE A CHILD 
7. Stay on location until dismissed by a Weekend Coordinator 

 
Exception 
 Follow all the above procedures unless instructed otherwise by a Weekend Coordinator. 
 
 

Security Emergency 

Inside of classroom 
 
Situations 

1. Individual making a threat or displaying a weapon inside the classroom 
2. Individual attempting a kidnapping or a non-custodial checkout of a child 

 
Stay in Classroom 

1. If possible, notify a Weekend Coordinator immediately (use extra exit door to locate them if 
necessary) 

2. If you are outside, move to inside a classroom 
3. Lock doors to classroom 
4. Keep children in sitting position away from exits and windows 
5. Place the adults between children and intruder 
6. Stay calm and try to get a good visual description of assailant 
7. The Weekend Coordinator will need to: 

 Contact a pastor 

 Lock doors to other classrooms in the building 

 Contact 911 if needed 
 
Exception 
 Follow all the above procedures unless instructed otherwise by a Weekend Coordinator 
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Classroom Evacuations 
 
1. Read and understand the evacuation routes for your classroom which are posted by each exit door of 

each room as well as on your classroom clipboard. 
 

2. Before evacuating, count the number of children in your class. Take your check-in sheet with you. 
Call/take roll again when you arrive safely in the area you are evacuating to. 

 Infants through 2 years: Evacuation cribs available in each room to help assist you in 
evacuation. 

 3 through 5 years: Ropes provided for children to hold on to or have them hold hands. 

 Kinder-5th grade: Children should hold hands and calmly follow their teachers. 
 

3. Once evacuated, please wait for further instructions from a member of the Children’s Ministry Staff. 
 

4. Please stay with your group at all times. Do not leave to go get your own children, to obtain first aid or 
for any other reason. First aid will be brought to you if needed. 
 

5. Release children only to their parents (for ALL ages) and only after you have been given the okay to 
dismiss by a member of the Children’s Ministry Staff. All children and parents must have matching 
nametag numbers in order to be released. Do not allow parents to take their child from your care 
during the “process” of your evacuation. Remind the parents they can walk with you, but you cannot 
release a child until you have arrived at your designated location. 
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Sample Evacuation Map for WestGate Saratoga   
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Sample Evacuation Map for WestGate South Hills 


